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SET SEARCH CRITERIA
1. Navigate to Manager Search Options page:

a. From the PeopleSoft Workforce Administrator Homepage, select Payroll

¥ Workforce Administrator

b. Select Time & Labor

Time & Labor

Q

c. Select Manager Search Options

@ Employee Time ~

Timesheet

Manager Search Options

@ Time Reporters v
a» Employee Data v
4 | Reports & Queries v

2. Select Auto Populate Results option in Loading of Matching Employees section



3. Enter search criteria that will populate on Timesheet page in Employee Selection Criteria section

Manager Search Options
Select Default Criteria and Options

Loading of Matching Employees

I@Auto Populate Results I
O Prompt for Results

M Show Schedule Information
v Employee Selection Criteria @

Description

Selection Criterion
Value

Time Reporter Group

Employee 1D

Empl Record

Last Name

First Name

Business Unit

Job Code

Job Description

Department

Reports To Position Number

Location Code

Company

Position Number

100000001
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» Data Loading in Time Management &

Default Criteria Presentation

O Show Criteria List Collapsed
® Show Criteria List Expanded

Include in Criteria

*Include in List

Do Not Include

Include

Include

Include

Include

Include Code Only

Include Code and Description

Include Description Only

Include Code and Description

Include Code Only

Include Description Only

Include Code and Description

‘(‘?

<

Q

= ||=

<

<]

NOTE: If looking at numerous employees, use a shared descriptor to reduce time spent changing search criteria

(e.g., Job Code, Department, Reports to Position Number).

4. Click Save




VIEW TIMESHEETS
1. Navigate to Timesheet page:

a. From the PeopleSoft Workforce Administrator Homepage, select Payroll

¥ Workforce Administrator

Announcements

No Announcements

b. Select Time & Labor

Time & Labor

Q

c. Select Timesheet

() Employee Time A

Timesheet

Manager Search Options

@ Time Reporters v
a» Employee Data v
4| Reports & Queries v



2. Click on link in Last Name box of corresponding employee to view timesheet

Report Time
Timesheet Summary

v Employee Selection

Employes Ssiection Criterla Got Empioyssc

telootion Criterion 3election Criterion Value
Ciear Criteria

Time Reporter Group

8ave Criteria

Empicyee ©

Empi Recort

LastName

First Name

Business Unkt

Joo Code

Joo Descrighicn

Depertment

Repcris To Postion Number

Locaticn Code

Company

Position Numger

Changs View

View By Week ¥ show Sohedue information

Dats 03032045 » Frevous W N
Employees For Totals From 03/04/2013 - 08102015
5 Q 1
| Time tummary i Demograpnics | |
Lact Nama Firet Name - Employse ID EMEL - jon Title S| | HAC A0 M, | SR sotant Excaption Reported e e Denied Hours
Record Houre Approved Houre Abcence Bubmitied

: - c g.cc 02 €00 g.cc g.cc

NOTE: Reset search criteria to view a different employee or group of employees.




